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lcon Glossary

The following icons are used in this guide.

lcon ‘ Usage

Exercise or Provides an opportunity for reinforcement.
Discussion

Highlights information that can save you time or make it easier to do

Tip _
something.

Key Information Highlights important information that must not be missed by the user.

Provides a recommendation for a course of action that is either most efficient

Best Practice o
or will give the user the best results.

S
&
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Introduction

This guide is intended to show the myAvatar user interface options designed to reduce clicks while
completing data entry and retrieving data.

Objectives

o Utilize keyboard and interface shortcuts

e Configure your preferences for improved use and efficient queries
e Personalize your Chart View Forms to meet your workflow

e Quickly access forms through Forms & Data Widget

e Gain quick access to caseload clients through MyClients Widget
e Understand benefits to HomeView and ChartView

Mouse and Keyboard Data Entry Shortcuts

myAvatar has ease of use functionality built into the system. Learning these can reduce mouse
clicks, reduce keystrokes, ease navigation and make data entry more efficient.
You can navigate the myAvatar forms using either the keyboard or a mouse.
o Press the Tab key to move from field to field or use the mouse to click each field in a form.
¢ When you reach the bottom of a form and press the Tab key, the system moves to the next
section of the form.
¢ When you reach the last field of the last section and press the Tab key, the system returns you to
the first data entry field of the first form section.
e To quickly scroll to the bottom of a form, use the scroll function of your mouse, or use the arrow

keys on your keyboard
e Once you select a data entry element, the way you interact with the field, list, or selection can

vary and each have shortcuts.

Date Fields

Each date field in a form has several shortcuts to meet your data entry preferences. By default, all date
fields have a data entry field, with navigation buttons to the right.

Double-clicking in a date field will display

Date OF Service

N 8 B E

a calendar.
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o Navigate directly to a specific month using the bottom left menu.
e Navigate directly to a specific year using the bottom right menu.

¢ Navigate forward or back one month at a time using the arrows on either side of the month
header.

e Click on a date to select it and return to the form.

Select Date b4

@ March 2017 @

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4

5 & 7 8 9 10 11

12 13 14 15|ﬁ; 17 18

9 20 21 2 23 24 35
% 27 2B 29 30 31

March o 2017 o

To the right of each date field are shortcut buttons.

o CIicknfortoday.
o CIicknforyesterday.

e Use the toggles = to move up or back one day at a time.

Tip: You can quickly add tomorrow’s date using your mouse by clicking T then Up.

Date OF Service - e
o=

The date fields will automatically format to MM/DD/YYYY, but that does not mean that you must use the
long format to enter a date! You can minimize keystrokes using these shortcuts:

e 0501 without hyphens or slashes will auto format to 05/01/2017 based on the current year.

Tip: Be careful using this shortcut in December and January. For instance, if on
December 30, 2017 you enter 0101, the system will default to the current year and
format as 01/01/2017 when you were likely intending 01/01/2018.

¢ 050117 without hyphens of slashes will automatically format to 05/01/2017.
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e 05012017 without hyphens or slashes will automatically format to 05/01/2017.
e 5-1-17 will automatically format to 05/01/2017.
e 5/1/17 will automatically format to 05/01/2017.

Did you know the date field will accept a formula? If you need to enter a future date, you
can enter T+x where x equals the number of days in the future. If you need to back date something, you
can enter T-x where x equals the number of days in the past.

The “t” can be either upper case or lower case!

t+20 E

. will auto format to the date 90 days from today

PR

will auto format to the date 7 days ago

Time Fields

Each time field in myAvatar has several shortcuts to meet your data entry preferences. By default, all
time fields have a data entry field, with navigation buttons to the right.

To the right of each time field are shortcut buttons

- -
e Click for current server time.

Key Information: If the form requires the entry to be on the top of the hour, on
the half hour, or on the quarter hour such as the case with some myAvatar forms, then
Current will error, and you need to enter the time using the keyboard.

b M AM/PM

e Use the toggles § to move up or down by hours, minutes or AM/PM.

By default, the time will automatically format to HH:MM AM/PM. But you may be able to shorten the data
entry.

e 0800 without punctuation will automatically format to 08:00 A.M.
e 2000 without punctuation will automatically format to 08:00 P.M.
e 8A without punctuation will automatically format to 08:00 A.M.
e 8P without punctuation will automatically format to 08:00 P.M.

If your time is not on the top of the hour, then hours and minutes are required, must be separated by a
colon, and include the AM or PM indicator (unless you are using military 24-hour time entry).

¥ Netsmart Page 6
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e 0823 without punctuation will automatically format to 08:23 AM.
e 2023 without punctuation will automatically format to 08:23 PM.
o 8:23 A will automatically format to 08:23 AM.
e 8:23 P will automatically format to 08:23 PM.

Drop-Down List

There are many drop-down lists available in myAvatar. To navigate the drop-down list, use your mouse
to scroll and then click on the line item when it becomes visible. However, keyboard
shortcuts are available for lists as well.

Rather than using the scroll bar to navigate a lengthy list, you can type the first letter. For example, the
Episode selection list can contain 100 episodes or more. Instead of scrolling through each episode to get
to the bottom of the list to select “All Episodes”, click the drop down arrow, press the A key, then the

return key. myAvatar scrolls to the bottom of the list |

Episode: I JSEENGES =
Episode #93 Admit : 02/20/2019 Discharge : None Program : 438 Adult Acute Unit
Episode #92 Admit : 02/20/2019 Discharge : 02/20/2019 Program : Psychiatric Crisis Services
Episode #91 Admit : 02/01/2019 Discharge : 02/07/2019 Program : Team Connect Program
Episode #90 Admit : 01/30/2019 Discharge : 01/30/2019 Program : Psychiatric Crisis Services
Episode #89 Admit : 01/14/2019 Discharge : 01/23/2019 Program : Team Connect Program
Episode #88 Admit : 01/12/2019 Discharge : 01/13/2019 Program : Matt Talbot-Detox-FSCRC
Episode #87 Admit : 01/12/2019 Discharge : 01/12/2019 Program : Psychiatric Crisis Services

4

>

Episode # 7 Admit : 08/29/2010 Discharge : 09/14/2010 Program : 43C Women's Treatment Unit
Episode # 6 Admit : 08/29/2010 Discharge : 08/29/2010 Program : Psychiatric Crisis Services
Episode # 5 Admit : 08/14/2010 Discharge : 08/27/2010 Program : 43C Women's Treatment Unit
Episode # 4 Admit : 08/14/2010 Discharge : 08/14/2010 Program : Psychiatric Crisis Services
Episode # 3 Admit : 08/02/2010 Discharge : 08/10/2010 Program : 43C Women's Treatment Unit
Episode # 2 Admit : 08/01/2010 Discharge : 08/02/2010 Program : Observation

Episode # 1 Admit : 08/01/2010 Discharge : 08/01/2010 Program : Psychiatric Crisis Services

If you select the wrong response, return to the list and either navigate to the correct response, or
press the F5 key to remove the selection.

’.é.r Netsmart Page 7
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Radial Buttons

The single select options are designed to allow you to use your mouse to click a single response quickly
and move on.

However, if you are using the keyboard to navigate the form, you can press the Tab key to navigate
to the section with radial buttons, then use the arrow keys to move from button to button, and use
the Spacebar to make the selection and move to the next data entry field on the form.

Here, a blue ring is displayed around the Existing Appointment radial button showing that it is the one
slated for selection when you press the Spacebar.

—Progress MNote For
Existing Service '/ Existing Appointment

If you select the wrong item, return to the radial button section and either navigate to the correct item,
or press the F5 key to clear the selection.

Check Boxes

Check boxes allow for the selection of multiple options. Simply click in each box to select. If you select
the wrong box, click again to de-

~Location
Abdomen Chest Stomach Back
Other
select.
Text Fields

Text fields allow you to free type within a data-entry field.

These types of fields are limited to either 40 or 80 characters and are used to gather short answers. Type
your response. If you enter the incorrect data, you may press the Backspace or Delete keys to remove
your entry.

¥ Netsmart Page 8
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Other

These larger text boxes are available for gather larger amounts of text. Several additional options are
available with a scrolling free text box.

Desc ribe

~[F
&

The text editor is accessed via the pad and pencil icon W

Reedv@d
this is my info

The text editor allows you to work within a new window with the ability to copy, cut, paste, undo, spell
check, and search for specific text.

BhedmE

After you are finished, you have three options:

e Revert — removes changes but keeps the window open so you can continue editing
e Save — saves the changes and returns to the text field

¢ Cancel — removes changes made in the text editor and returns to the text field

’.é.r Netsmart Page 9



myAvatar Tips for Data Entry

You can also access the same functionality using keyboard shortcuts. Right-click in the text field to see
the keyboard commands that work in the text field.

Select All Crl+A

If you want to insert text, you can search for the exact location based on a keyword.

[
Click the magnifying glass icon and type a keyword. Click the blue arrows to navigate through your
text, when the exact location is found, click the text field and insert your additional comments.

Describe

services for persons with severe and persistent &W

mental illness and/or issues with alecochol or other

drug abuse. CRERS serves over 10,000 Milwaukee County

residents each year through its Mental Health |Seardch: Found: 1
Services and WIsem Choice programs, which work | wWise &=

| Wrap around

Templates allow you to insert pre-defined text that serves to reduce keystrokes
and/or provide guidance for inclusion requirements. To access the template, right-click in the text field
and then select the template from the menu.
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Motes Field

Select Al Cirl+A |

Uzer Defined Templates 3

Spell check is available in the scrolling free text field as well as the text editor window. You can also
control your spell checking settings in the Preferences of myAvatar.

Preferences

In the top right-hand corner of your myAvatar screen, a link to preferences is displayed. Utilizing
preferences allows you to configure your spell checking options, adjust printer offsets, reload your widget
view, and configure the number of items returned in a chart view query to improve performance.

Spell Checking

Through the Spell Checking function of myAvatar preferences, you can control which dictionary will be
used to verify spelling, and if the standard spell check is selected, you can manually add words to the
dictionary for spell check.

With Standard Spell Checker, you can add words that although spelled correctly are often caught by
spell check as misspelled. You can also add acronyms you use often and set up spell-check to convert
the acronym to the full word at the time spell check is used.

For instance, you type the note: “Ct came to Netsmart for Prog note and Tx plan training,” and through
spell check it would be changed to “Client came to Netsmart for Progress note and Treatment plan
training.”

You can configure the dictionary to work this way by:

1. Enter the word or acronym in the Words section.

2. Type the replacement word in the Other word section.

3. Select an Action.

4 Click Add Word.
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Preferences  Lock  Sign Out Swiich Help  .®

Available Spell Checkers Edit Standard Spell Checker User Dictionary
(8 U= Standand Spel Checker Waornds: o Other wsrd: o
e Marcast Werd Spel Checkar Hertsmant

Diptions
B Creck speling froem minrt of fenct Te

Acticn: a

& ignore dniipl
Auto change, wiing case of checied wiord,
duto change, wang cate of other word
Conditionally change, using case of checked word
Condibiznaly change, using case of other word
Exciude (real a8 meispeled)

D BT

e Ignore — Use this action to skip words that are spelled correctly, but often caught by Spell Check
as misspelled.

e Auto Change, using case of checked word — Use this to automatically change the spelling such
as prog changed to progress, or Prog changed to Progress.

e Auto Change, using case of other word — Use this to automatically change the spelling such as
Tx changed to treatment.

¢ Conditionally change, using case of checked word — Similar to auto change criteria, except you
can choose the replacement at the time of spell check.

e Conditionally change, using case of other word —Similar to auto change criteria, except you can
choose the replacement at the time of spell check.

e Exclude (treat as misspelled) — Use this when you have accidently added a misspelled word to
the dictionary when completing spell check. (Or you could just delete the misspelled word).

Chart

This controls which episode tabs you see in chart view. When working with an active client and viewing
active episodes of care, set the chart preference to Open. This allows you to quickly navigate the client’s
current information while improving the performance of Chart View loading.

You can change these settings as often as desired. So, if you have a new client with historic data that
you wish to view, you can change the settings to All.

’.é.r Netsmart Page 12
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Chart View

The myAvatar Chart View is designed to give you quick access to review a client’s chart. Forms on the
left side of the chart view are intended to be used when you need to review what has already been
completed for a client prior to adding a new record. If all you intend to do is add a new record without
reviewing earlier entries, use the plus sign next to the Chart tab to open the forms search and launch the
form. (See Forms & Data widget)

Widgets & Forms

Widgets such as the Progress Notes Widget will include all progress notes records in the system while a
Form link displays only those records that were entered into the system using that form. It can be

helpful to filter the notes to just a particular form when you know which form was used to create the note;
but if you do not know which form was used then it can be much more time consuming to find what
you’re looking for because you need to click Transcriber Progress Note and review, then click on
Individual Progress Note and review, and so on.

records entered through Individual Progress Note form. Likewise, Transcriber Progress Notes
only displays notes entered through the Transcriber Progress Notes
form.

@ Key Information: Clicking on Individual Progress Note from Chart View forms displays only

[*] Chart 2

@ &3 7 ( Individual Progress Note
S

OBS Standard Workflow 2: 43A Intensive Treatment Unit [SHESVEFEIIE TS )
0OBS Treatment Plan Bundle 06/21/2017 - Active 06/21/2017 - 06/21/2017
OBS Treatment Plan
Signa' Ti
Cientmp:zzg)/?hyl:ca;:\nsmc:rzg? SortfFiter: | NoteType ¥ || DataEntryDate ¥ EntryPerson ¥ || Data
(SAFE T) Suicide Assessment and
Risk Assessment
Informed Consent to Receive
Crisis Discharge Summary/Ig

PROGRESS NOTES
Individual Progress Note Individual Progress Note
Transcriber Progress Note Form Progress Note For: New Service

9 Recommended Practice: Use the Progress Note widget on either the Home View or the Chart
View to ensure you can view notes written in different forms.

Progress Note Widget (new)
Sort or Filter columns. When “All Episodes” is selected the widget displays up to 150 of the most recent
progress notes across episodes. When a specific episode is selected, the widget displays up to 150

¥ Netsmart Page 13
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notes associated to the episode.

S
» Selected Client: Alvin G Miwak (008070536) Episode: LIS EH -
Progress Notes Test - 0O X
Progress Notes Test
a 2 Note Type a Draft/Final A
Episode 3 Progra ate 7 w Clinician v ¢ Note v
sode ! Date Note
24 434 2019-03-27 GEOFFRION EMMA Fina 22777777777 777777 777777 77777 7777777 777777777 777 7777777777
ntensive Management C IZZ 71 777 7z
Treatment
Unit
24 43A 2019-03-25 Care GEQFFRION,EMMA Fina ZZ777777777 777777 777777 77777 777777777 7777 IZ 77 777772
ntensive Management C 22277777 77277
Treatment
Unit
23 Psychiatric  2019-03-22 Care RAGON HANNAH Fina Z7777777/777777777: 777777 7-98 777777 777777 77: 9999999999 77777777
Crisis Management A ZZ 7777777 777777 772 7277777 77 77772 777777 77777 772 7-99, 772 72
Services Z7Z. 77 77777777 77 7777777777 777 777 722
21 Psychiatric  2019-02-20 Care RAGON HANNAH Fina ZZ777772/77 777777 777777 7-99 ZZ77Z 77: 9999999999 77777777
Crisis Management A zZ zz 777 77777 777 7-99, 727 7Z
Services 7
19 Psychiatric  2018-11-26 Care LAROCCALAURAV Fina 7777777/77777 7Z ZZ#= 9999999909 77777777 7Z 7777777
Crisis Management
Services
L 4

Progress Note Widget

1. This widget displays all progress notes in the system for the open client based on the

time span and filters selected. Unlike the chart view forms, the widget will include all progress
notes regardless of the form used to enter the progress note in the system. Enter the number of
days back that you want to view notes.

2. Select a specific note type if you want to limit the notes returned to a specific category.
System Action: The widget will refresh after each selection.

Progress Notes

mmoa:.m

Selection: I = 2 w

F 8 N
Individual | [ANetes

Progre! my Notes

Organizing Chart View Forms

For chart viewing, the forms you see are associated to your user profile. However, these are not an
exhaustive list. You may have permission to other forms even if they do not display in this list. If your job

’.é.r Netsmart Page 14
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duties require forms not in the predefined list, you can add additional folders to organize your chart view
forms. To do so, click on the customize forms icon.

[*] Chart &

Client Views S |
e e et Customize Forms |Do's All (0)
CARS Case Motes/Service Comments
CARS Comprehensive Assessment Re
Client Contact Information
Client Legal Status History Repaort

| client | Action

Click the Add Group icon in the top right of the work screen.

3. Give your group a hame. You can organize your forms by task or event. In this

example, I'm organizing by event and creating workflows for Admission and Discharge. The
wonderful thing about this tool is that you can organize it to the way your work style within
myAvatar

=

Click the Add Form icon '# in the top left corner of your new group.

System Action: A search window will be activated.

Type the name of your form and select it from the list by double-clicking the form.

Repeat the steps as necessary until you have all your organization groups created and the
correct forms associated with the groups.

8. If you add the forms in the incorrect order and want to reorganize the forms within a group.
9. Click the form name to highlight.

10. Use the blue Up and Down arrows at the right to shift the form up or down in the sequence.

N o gk

Admit -

| @l Search Forms: [ 5 F

Artivities of Daily Living Assessment

Assessment for Falls
Assessment for Falls ‘

If you accidently add a form twice:
1. Click to highlight the form.

2. Click the Remove form icon L%

Once you are satisfied with the groups and forms, click Submit on the bottom left.
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Tip: You can change your forms as often as necessary to fine tune the workflow to the
way your work.

Forms & Data Widget

The Forms & Data widget is an extremely useful tool offering four ways to access forms:

1. You can browse the menus to search for a form.
2. You can search for a form by key phrase.

Tip: When searching for a form, my Avatar looks for all characters in the exact
sequence. If you are unsure of the full name of the form, you will have better results
typing a key word. For instance, if | am looking for the

form Client/Caregiver Education and | type “client caregiver,” the form will not be
found due to it not being an exact character match. However, if | type “caregiver,” the
system will return two results from which | can select the form | want.

1. You can quickly access forms you’ve already accessed in your current myAvatar session.
2. You can single click on any of the forms added to your favorites.

[*] Chart &
' Tip: The forms you add as favorites will be available from Chart
View when you click the plus sign next to the Chart tab.

¥ Netsmart Page 16



myAvatar Tips for Data Entry

Forms & Data

My Forms a edit

¥ ,,,l,', Internal Referrals
Internal Referral Type Maintenance
Internal Client Referrals
Process Internal Referrals
Internal Referral Waitlist
¥ ,,,l,', Documentation efficiencies
Ambulatory Progress Motes
Ambulatory Progress Motes (Diagnosis Entry)
Inpatient Progress Motes
Enter Group Default Mote (Workflow)
Edit Group Mote for Individual (Waorkflow)
Independent Group Progress Motes
Progress Motes (Group and Individual)
Registry Settings
¥ || dlinical consoles
Widget Wizard
View Definition
Famanls WLEAAAE P anBarafae -

F

Recent Forms a

Search Forms e
a

Browse Forms (‘:.l

Avatar FM e
Avatar CFMS
Avatar CWS»
Avatar M50 »

My Forms

The My Forms section of the widget allows folders for organization. Click the arrow to the left of the folder
to minimize or maximize the widget. This will allow you to quickly find the form by category.
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Forms & Data Forms & Data

My Forms Eu:lit_ My Forms Eu:lit_
—%f Internal Referrals - * .\ Internal Referrals
" Internal Referral Type Maintenance = .\ Documentation efficiencies
Internal Client Referrals » | dlinical consoles
Process Internal Referrals v ||| caseload types

_ Internal Referral Waitlist
_%f Documentation efficiencies
*  Ambulatory Progress Motes

Mursing Caseload Assignment
Team Definition
Caseload Management for Training

Ambulatory Progress Motes (Diagnosis Entry) Attending Practitioner
Inpatient Progress Motes » | Underutilized forms
Enter Group Default Mote (Workflow) > - .

) o 4+ Training
Edit Group Mote for Individual (Workflow)

Independent Group Progress Motes
Proaress Motes (Group and Individuall

To Add a Folder to My Forms:

Click Edit in the upper right-hand corner of the Forms & Data widget.
Right-click in the resulting pop-up window.

Select Add Folder.

Enter the name of the new folder.

PR

To Add to My Forms From the Forms & Data Widget:

1. Click Edit in the upper right-hand corner of the Forms & Data widget.

2. Click on the folder where the form will live. Note that if you do not select a folder, your form will
live outside a folder.

3. Type the name of the form or part of the name in the lookup field in the top left-hand corner of the

resulting pop-up window.

Double-click on the form in the list.

Click Add Form.

Click Save.

Click the refresh button in the lower right-hand corner of the Forms & Data widget to view edits

made to My Forms.

Nouve

In addition to using the edit function of my Forms, you can also add forms to your favorites by clicking on
the favorites form icon in any myAvatar form. If you wish to organize the forms later into folders, you can
do so by following the steps above for creating folders and then click and drag the forms to the
respective folders.
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Chart Ambulatory Progress Notes # n

o Progress Notes

~Progress Mote
() Existing Ser
Independe

Add “Ambulatory Progress Motes

~Date Of Servic

" to My Forms |z

’V‘ Netsmart
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Client & Staff Widget

This widget gives you quick access to clients, staff, and scheduling sites/units.

Clients
The Client tab of the widgets provides three way to access clients:

1. Search for a client.

Tip: Click advanced to include search criteria such as SS#, DOB (Date of
Birth), Gender, Assigned ID, and Facility Chart Number.

Select Chent x
EY - I
st M First Hame Sew
Tacinl Cecigity F Date of Bes
Agagred I Fachity Chart b

Ol P Date: Of Bt

2. Access recent clients.
3. Access clients on your caseload from your MyClients widget.

¢ Right-click on any client name to view a sub menu to open the client’s chart, view current
medications, or view lab results.

e Double-click on any client name opens the chart view.

4*} Netsmart Page 20



myAvatar Tips for Data Entry

m

My Clients e edit
>Four I Student (D00000324)

> Joe Ross (000000005)

>COne O Student (000000308)

>Progress Mote (0000002594)

»>Rhonda Probasco Harvey (Monnmnnnsm
>Thirteen O Student (00000 Display Chart
>Two O Student (000000307
>William Baker (00000000 1)

Current Medications

Lab Results

. -
Recent Clients 9
William Baker (D00000001)

Search Clients ° advanced

Close Open Clients

Staff

Like clients, you can use the staff to navigate to forms to quickly access a staff member and update
licenses or demographics.

Site

You can quickly see all clients associated to a scheduling site or unit. Change the search criteria to Unit,
type a part of the unit name, and select the unit.
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Site
Ohservation ) Site . Uniit
43A Intensive Treatment Unit Search
43C Women's Treatment Unit
536 Acute CAIS Clients

Barney Rubble (008155059)

The unit stays selected until you log off or until you search for a different unit.

HomeView

The myAvatar HomeView is designed to allow quick access to your clients and data. By selecting a
client, the widgets present only data about that client, and if desired, you can select a single or all
episodes of care for which you wish to see data. Most widgets have links or command button to open the
forms for the active client and episode selection creating a more efficient use of myAvatar.

Verifying Client ID and Episode Number
Three sections are displayed at the top of the header.

1. My Views — allows you to change the view to see additional widgets that are grouped together by
views.

2. Selected Client — allows you to verify which client you have open. All client based widgets will be
displaying information or this selected client.

3. Episode — this is a drop-down menu that allows you to select one or all episodes of care. Once
selected, all client widgets are filtered by the episode selection.

’ y Widget Defint Preferences Lock SgnOut Switch Meb SMITCHELL

[0 8 Epvsode # 3 Admt : 03/18/2016 Dacherge : None
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Additional Resources

BHD has a number of tip sheets.

https://county.milwaukee.gov/EN/DHHS/Provider-Portal/BHD-Training
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General Avatar Functions

%vatar Materials for All Users )

o Avatar Materials for Community Providers

oévatar Materials for Inpatient Staff )
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Gase Noteswidget and Report Tip SheeD

Children's Mobile Crisis Tip Sheet

Client Alerts Tip Sheet

Console Widgets and Console Views Tip Sheet

Customizing Home View and Chart View

Deleting Forms Filed as Draft Tip Sheet
Error Correction Request Form and Widget Tip Sheet

Finding and Adding BHD Printers Tip Sheet

(Forms—Adding and Organizing Tip Sheet (New) )

Note Types V2 Tip Sheet
Recovery Plan of Care Tip Sheet (Update v3)

Refreshing Avatar for Accurate Results

G{eloading Home View and Chart Tip Sheet (Update VZD
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